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INTRODUCTION 
An administrator can create notes or messages that purchasers can select from and 
append to a purchase order. The administrator can set any number of the notes as default 
notes which will automatically print on every purchase order. 

TO CREATE PURCHASE ORDER NOTES 
1. On the Administration screen, click the PO Notes tab. 

 
Figure 1 - PO Notes screen 

 
 

2. In the Notes field, type the message you want to appear on a purchase order. Press 
ENTER to add separate lines, e.g., as in an address. 

 
Figure 2 - Adding a new note 
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3. Check the Default check box to make the note a default which will print 

automatically on every purchase order. (You can have as many default notes as 
needed.) 

4. Click Add Notes. 
 
Figure 3 - New note added 

 
 

5. To add another note, click Clear. 
6. In the Notes field, type the message you want to appear on a purchase order. 
7. Check the Default check box to make the note a default which will print 

automatically on every purchase order. 
8. Click Add Notes. 

 
Figure 4 - Second note added 

 
 

9. To edit a note, click Select next to the note. 
10. Edit the Notes text and then click Update Notes. 
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